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ENTRAL INTELLIGENCE AGENCY
Washington, D. C.

ADMNISTRATIVE DISTRUCTION
No, 40-7/1

SUBJECT: Reviefon of Property Accountebility Recards

1. Panding pudlication of a revised property end supply sccounting
manual, individuals presently appointed to maimtain property records for each
using sctivity will comply with inetruotions set forth herein:

meible pgrgs Records mmintained by Responsidvle
s except a ned below, be discontinued. Imfor-
_ tities of itoms or other problems arising
ive Iumuggom%mtwbﬁomm '
from the proparty records maintained , respective Property
Accountable Officer. Responsible Officers will be respomsible for
the propar use, protection, and movemsnt of amy govermmant rroperty
which may coms within thelr custody or control and will coniinue to l
initiate requests for supplies, o%ﬁ-ut,urmi«eiamor&mo
25X1A8a edures. Responsidle Officers under the Jurisdictiom
#ﬂtﬁeﬂﬁnhmﬂdwmwna
Voucher File oontaining receiving end fssue documente; and Form No,
36-99, Employes Property Issue Record, reflecting withdrawels of
non-expendable portable items from activity location.

iy Ascountable Offiocere: Property Acoountedle Officers
the main of files for emch Respomsible Officer's

sub-ascount. However, poetings will be meds on Form No. 36-14, Stock
Control Gard, s heretofore. One copy of each debit and credit voucher
will be mintained sumorically in the Vouoher File, In sddition to
mm.mmwmmm.;&-u,mxommxm,w

iy Accountable Offioer will establish and meintain, Form No.
36-99, Ewployse Property Isewe Record, in sccordance with instructions
outlined on reverse side of form. Form No. 36-99 will be prepared for
each esplayes who bas in his custody or 1s later issued itews of a
non-expindable portable nature,

property of & non-expendable portadbls mature will be respomsible for

f ssms, to the Accountable Officer, when 1t Lecomes excess to their
needs, In ovent an individual retwrme only & portion of the total items
charged on Form No. 36-99, the Acooumtable Officer will indicate the date of
recoipt and imitial in the space opposite the item or items yetwned. In the
évant that all items are returned, a vertical line will be drewn in the "Property
Returned” portiom of the form, beginning with the firet end exnding with the last

ks Wy T

Corapent Ho. 5._.
NP < /
Wiy el Ly L L0 [t




proved For Rele‘.)0108121 : CIA-RDP54-00177A00 0010-7

item. The Accountable Officer will sign in the space provided in the lower

right band corner on the face of Form No. 3699, Property of a non-expendable

portable mature received by an Accountable Officer will either be reissued,

- using the above prescribed procedure, or will be considered surplus to the
needs of the astivity emd returned through normal supply chamnnels.

Property Clearsnces: In the event an employee is separated or
transferred m tlu act!.\d.ty to which he is assigned, the Accountable Officer
will be respomsidle for determining that all itews charged on Form No. 36~99,
Exployes Property Issue Record, are returned in such condition as received,

. Te4asonable wear and teer meptod, before issuing a property clearance for the
‘employee comcerned,

4. 3 Property records nintu:lnod, 88 outlined above, will be subject
to inspec and audit by the Audit Group, Services Division, AS,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
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Captain, USN
Executive




